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FOREWORD

This module i8 one of a senes of 100 performance-based
teacher edication (PBTE) learning packaﬁes focusing ugon
specific professional competencies of vocational teachers The
coﬂt:dpotencles upon which these modules are based were iden-
tified and verified through ressarch as being important to suc-
cessful vocational teaching at both the secondary and post-
secondary levols of instruction. The modules are suitabie for
the preparation of teachers in ali occupational areas.

Each module provides learning experiences that integrate
theory and application; each culminates with criterion refer-
enced assessment of the teacher’'s performance of the spec-
ified competency. The materials are designed for use by ind:-
vidual or groups of teachers in training working under the
direction and withthe assistance of teacher educators acting as
rasource persons Resource persons should be skilied in the
teacher competencL being developed and should be thor-
oughly oriented to PBTE concepts and procedures in using
these niaterials

The design of the materials provides considerable flexibility for
planning and conducting performance-based preservice and
inservice teacher preparation programs to meet a wide variety
of individual needs and interests. The mater:als are tntended for
use by universities and colleges, state deparimer:ts of educa-
tiois, post-secondary institutions. local education agencies, and
othe:s responsible for the professionar’ development of voca-
tionzl teachers Further information about the use of the mod-
ules in teacher education programs is contained In three re-
lated documents” Student Guide to Using Performance-Based
Teacher Education Materials, Resource Persoa Guide to
Using Performance-Based Tescher Education Materials and
g:m u':n Implementation of Performance-Based Teacher
ucation.

The PBTE curniculum packages are products of a sustained
resaarch and development effort by The Center's Program for
Professional Development for Vocational Education Many in-
dividuals, institutions, and agencies participated with The Cen-
ter and have made cont*ributions to the systematic deveiop-
ment, testing, revision, and refinement of these very significant
training materiais Over 40 teacher educators provided input in
development of initizl versions of the modules; over 2000
teachers and 300 resource persons in 20 universities, colleges,
and post-secondary institutions used the materials and pro-
vided feedback o The Center for revision and refinement

Special recognition for major individual rotes in the direction,
development, coordination of testing, revision, and refinement
of these materiais 1s extended to the following program staff
James B. Hamilton, Program Director, Robert E Norton, As-

sociate Program Director, G'sn £. Fardig, Speciahst, Lois Har-
rington, Program Assistant; and Karen Quinn, Program Assis-
tant Recognition 1s also extended to Kristy Ross, Technical
Assistant, Joan Jones, Technical Assistant, and Jean Wisen-
baugh, Artist for their contributions to the final refinement of
the matenals. Contributions made by former program staff to-
ward deveiopmental versions of these materials are aiso ac-
knowlcdged Calvin J Cotrell directed the vocational teacher
competency resea:ch studies upon which these modules are
based and aiso directed the curriculum development effort
from 1971-1972 Curtis R. Finch provided leadership ‘or the
program from 1972-1974

Appreciation 1s also extended to ali those outside The Center
(consultants, field site coordinators, teacher educators,
teachers, and others) who contributed 8o generousiy in various

. phases of the total effort. Early versions of the matenals were

developed by The Center in cooperation with the vocational
teacher education faculties at Oregon State University and at
tha University of Missouri-Columbia. Preliminary testing of the
materials was conducted at Oregon State University, Temple
University, and University of Missouri-Columbia.

. Following preliminary testing, major revision of all materials

was performed by Center Staff with the assistar:ce of numerous
consultants and visiting scholars from throughout the country.

Advanced testing of the materials was carried out with assis-
tance of the vocational teacher educators and students of Cen-
tral Washington Stat2 College; Colorado State University, Ferris
State College, Michigan, Florida State University, Holiand Col-
lege, P E.i,, Canada, Oklahoma State Univers't, Rutgers Uni-
versity, State University College at Buffalo, Temple University,
University of Anzona, Unive rsity of Michigan-Flint, University of
Minnesota-Twin Cities; University of Nebraska-Lincoln, Univer-
si%of Northern Colorado, University of Pittsburgh; University
of Tennessee, University of Vermont, and Utah State University.

The Center 1s grateful to the Nationai institute of Education for
sponsorship of this PBTE curriculum development effort from
1972 through its compietion. Appreciation 1s extended to the
Bureau of Gccupationai and Adult Education of the U S. Office
of Education for their sponsorship of training and advanced
testing of the materiais at 10 sites under provisions of EPDA
Part F, Section 553 Recogr.ition of funding support of the
advanced testing effort is also extended to Ferns State College.
Holland College, Temple Unversity, and the University of
Michigan-Flint

Robert E Taylo:
Director
The Center for Vocational Fducation

THE CENTER FOR VOCATIONAL £DUCATION
The ORwo Stere Umasrnty + 1980 Renny Rosd  Comembun Ghe 43710

The Cer: «r for Vocational Education's mission i1s 10
increase the ability of diverse agencies, institutions, and
organizations to solve educational probiems relating to
nidividusl career planning and preparation The Center
tufilla its mission by

e Generati, g knowieage through research

« Developing educational programs and products

« Evajusting individual program needs and outcomes

o Inatailling educationai programs and products

« Operating information systems and services

e Conducting leadership development and training
programs

\

AA
VIM

AMERICAN ASSOCIATION
FOR VOCATIONAL
INSTRUCTIONAL MATERIALS

Engineering Center
University of Georgia
Athens, Georgia 30602

The American Associstion {or Vocationat Instructional
Materiais (AAVIM) ia an interstate organization of univer-
sities, collcges and divisions of vocstionai education de-
voted 10 the improvement of teaching through better in-
formation and teaching ads
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INTRODL' "TION

A lesson shoulid not just end abruptly when the
beli rings. It should be brought to a well-pianned
conclusion.

Just as the N
introduction \(4/@‘) /,”

geots stu- X7 —
dents ready .~ _ —
for the les-

son, the
summary

heips ensure -
that students
have under-
stood the
fesson. It
aiso pre-
pares the
students for

an assignment, or for the next day’s lesson.

The summary of alesson should be brief. It need
not be more than a few minutes at the end of the
class period during which the teacher reviews the
basic points of the lesson and interacts with stu-
dents to ensure that they have understood the
lesson. The summary is ameans of tying the lesson
activities together into one package so that stu-
dents leave the lesson with a clear idea of what
they have accomplished. It is aiso a means of rein-
forcing the lesson so that stidents will remember
vhat they have learned.

This module is designed to help you identify the
elements of a good lesson summary, and to gain
the skills you need to present an interesting sum-
mary that heips ensure the lesson objective; have
been accomplished.
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ABOUT THE MODULE

Objectives

mmn In an actual school situation, sum-

S:gucin. Your performance will be essessed by

m porson, using the Teacher Performance

Form, p. 3@ (Learning Experirnce IV).

Enabling Objectives:

1 After compieting the required reading, demonstrate
knowtedge ¢r the purpose and methods of summariz-
ing a lesson (Learning Experience !}

2 Given a case scnpt of a teacher summanzing a les-
son critique the performance of that teacher {Learn-
ing Experience 1)

3. In a simulated classroom or laboratory situaton
summa:ize a lesson (Learning Zxperience )

Prerequisites

To complete this moguie, you must have competency in
developing a lesson plan. If you do not already have this
competency, meet with your resource person to deter-
mine what method you will use to gain this skill One
option is to complete the information and practice ac-
tivities in the fotlowing module

e Develop a Lesson Plan. Module B-4

Resources

A list of the outside resources which supplement those
contained within the module foliows Check with your
resource person (1) to determine the availability and the
tocation of these resources, (2) to locate additional ref-
erences In your occupational speciaity, and (3) to get
assistance in setting up activities with peers or observa-
tions of skilled teachers, i necessary Your resource
person may also be contacted f you have any difficulty
with directions, or in assessing your piogress at any
time

Learning Experience |
No outside resources

Learning Experience 11
Optional
A tearher axperienced in summarizing a lesson
whooe performance you can observe.

A locally-produced videotape of a teacher sum-
marizing a lesson which you can view for the pur-
pose of critiquing that teacher's performance

Videotape equipment for viewing a videctaped les-
30n summary

Learning Experience 1ii
Required
2-5 peers to role-play students to whom you are
presenting a lesson, and to critique your perfor-
mance in summanzing the lesson If peers are un-
available, you may present yotir lesson to your re-
source person

Optional

A resource person to evaluate your competency In
developing a lesson plan

Videotape equipment for taping. viewing, and self-
evaluating your presentation.
Learning Experience IV
Required

An actual school situation in which you can sum-
marize a lesson

A resource person to assess your compelency in
summarizing a lesson

This module covers performance element number 101 from Calvin J
Cotrell et al . Model Curricula for Vocational and Technical Education
Report No V (Columbus, OH The Center for Vocational Educaticn. The
Ohio State University, 1972) The 384 elaments in this documant form the
research base for all The Centar's PBTE module developmer.!

For information about the generai organization of each module. general
procedures 10r their use. and terminology which 1s common to all 100
modutes. see About Using The Center's PBTE Modules on the nside
back cover

¢




Learning Experience |

OVERVIEW

Enabling - After completing the required reading, domonstm.lmawhdooofmo
Objective purpose and methods of lummarwng a lesson.

-~ You will be reading the information shest, Summarizing a Leseon, pp. 8-7.

s
T

m : will be demonstrating knowledge of the purpose and methods of
mﬁm.leosonbycommwsmpp 7-8.

—

You will be evaluating your oompotoncy by comparing your completed
Seif-Check with the Model Answers, p. 9




Activity

For information concerning the purpose of a lesson summary and

me*hods of giving 3 summary, read the following information sheet

SUMMARIZING A LESSON

The purpose of alesson summary is to condense
the lesson into a few basic points that can be
quickly presented o the students to make sure
they have understood the lesson. The summary
usually concludes the lesson. However, there are
times when a ,uick summary of the key points
made in a segment of the !lesson may provide
needed clarification. Therefore, the teacher must
be observant throughout the lesson to determine
when students are ready to summarize. The sum-
mary should be brief, but adequate time should be
allowed to answer any student questions that
might arise.

As a review, the summary is a way of reinforcing
the lesson and drawing it together. At the same
time, it is a means of obtaining student feedback to
determine whether the lesson has been under-
stood. There are times when the teacher will pre-
gress through the lesson unaware of loose ends or
unanswered questions in the minds of his/her stu-
dents. This happans because students often hesi-
tate to raisa questions in the middle of a lesson
The summary period is an invitation for students to
ask questions, and art opportunity for the teacher
to tie up loose ends and to clarify any points which
were misunderstood.

A summary should not be thought
add-on at the end nf a lesson which seryes nnly to
reiterate the basic points covered in the A

summary is more than a review. It should extend
the iesson, rather than merely restate it, and it
should suggest wi ys that students can apply the
learning to previous learnings. It should further
students’ understanding by allowing them to re-
flect on what they have learned and look forward
to what they will learn. In addition, it should always
include opportunities to obtain student feedback.
This feedback is needed if the teacher is t0 know
whether the students have understood the mate-
rial presented in the lesson.

One method of obtaining student feedbzack 18 to
ask a: the end of the lesson if there are any ques-
tions.! If students do not readily vclunteer ques-
tions, the teacher may want to pose questions to
students. These Questions canr require them to an-
swer with statements that summarize the basic
poirts covered in the lesson. An informal quiz is
another good way to summarize. Students can
exchange papers and grade each Gther's quizzes,
orthe teacher can have each student grade his/her
own quiz, as the correct answers are discussed
and explained.

In additior, to asking direct questior which
have clear-cut answers, a teacher migh. want to
conclude the lesson with an open-ended question
which gets students involved in a class discussion.
The teacher should bring the discusston to a con-
clusion that focuses on the lesson objectives and
incorporates students’ comments. The teacher's
role during a summary discussion should be that
of a moderator to ensure that the basic points of
the lesson are brought out in a logical, orderly
sequence

If students are good note-takers, the teacher
might want to ask a student to refer to his/her
notes to summarize the lesson for the rest of the
class. Or, the teacher could write major points or
headings on the chalkboard and let students com-
pare their notes with theteacher’s Two other ways
of summarizing are to make a transparency of the
mejor points and project 1t for the class at the end

1 To gain skill in employing Oral questioning techniques. you may wish
10 rafer t0 Module C-12, Emaioy Oral Questinrung Techmques

-1




of the lesson, or to prepare 8 hand,ut covering the
major points and distribute it at tne conclusion of
tha lesson.

~ ~"In addition to reinforcing or clarifying the les-
son, the summary can also be useful us ab.:dqe to
guide students from one lasson to the next. The
summary can be used to highlight key questions
which will lead into subsequent lessons, or to
motivate students to begin an assignment.

Whatever n.eans the teacher employs to sum-
marize a lessan, he/she should remember that the
main purpose for summarizing a lesson is to en-
sure that students have mastered the lesson ob-
" jectives. Only by obtaining student feedback can
the teacher be certain that the lesson has been
understood.
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The following items check your comprehension of {he material in the
information sheet. Sum.narizing a Lesson, pp. 8-7. Each of the four items
requires a short, essay-type response. P ease explain fully, but briefly

SELF-CHECK

1. If the basic points are clearly explained during a lesson, why is a summary needed?




2. How can a teacaer get students invoived tn summar:zing a lesson?

3. What types of actvities, besides a question-and-answer period, can a teacher plan to sumrnarize a
lesson? ‘

4 Mr. Jones is a vocational teacher who believes that a summary should be inciuded in a lesson only if
there is enough time before the bell rings Usually, he just passes out a written summary of the lesson
at the end of class. What is wrong with Mr Jones' metrod of summarizing a lesson?




Feedback

Compare your written responses on the Self-Check with the Modet An-
swers given below Your responses need rict exactly duplicate the mode:
responses, however vou shou!d have covered the same major points

MCDEL ANSWERS

1. Asummary is a good 'way to reinforce the basic

points of the lesson, even if they have already
been understood during the lesson Therefore,
a summary should be an important part of a
lesson. However, it should not be used just to
reinforce. A summary also should be used to
further student understancing of material pre-
sented by tying together the different parts of a
lesson. In addition, a summary should help stu-
dents apply the new material to what they al-
ready know. Another reason for including a
summary in the lesson 1s to give students a
chance to react to the lesson Without student
feedback, a teacher cannot be certain that stu-
dents have understood the lesson

There are three basic ways to get students in-
volved in summarizing One way Is to review the
basic points of the lesson &nd ask i1t there are
any questions. Another way is for the teacher to
ask questions which require students tc answer
with statements that summarize the lesson The
teacher may also involve stuaents in summari2-
ting by giving an r~formal quiz and then discuss-
ing and explaining the answers with studen.
interaction

. A class discussion is a goud way to summarize
alesson, provided that the teacher ensures that

the important points covered in the iesson are
brought out during the class discussion
Another method of summarizing 1s to ask a
student to use his/her notes to review the basic
points of the lesson for the rest of the class. Or,
the teacher may want to outline the lesson on
the chalkboard or prepare a transparency, and
iet students check to see if their notes are com-
Dlete

if the lesson incluaes a handout, the teacher
could include a written summary of the lesson
in the handoui so that as students reao the
handout, they aico review the lesson An infor-
mal quiz at the conclusion of the lesson s
another good way to summarize. The teacher
can go over each question after siudents finish
the quiz, and answer any questionswhich arise

Mr Jones' method of summarizing a lesson
does not allow him to get student feed dack and
to answer student questions. A summary
shoula be more than a simple review of the
lesson. It should allow students to ti.ink about
what they have learned, to reflect on how the
lesson relates 10 other lessons, and to make
sure they really understand the imp itant
points of the lesson

LEVEL OF PERFORMANCE: Your completed Self-Check should have covered the same major points
as the model responses If you missed some points or have questions about any additional points vou
made, review the maternial in the information sheet, Summarnizing a Lesson, pp 6-7, orcheck with your
resource person if necessary

9 1Y
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Learning Experience li

OVERVIEW
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with the Model Critique, p. 19. ]

_ You may wish 1o observe a oacher expesierced in summerizing lessons.
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ing a leseon, and to criticue that teacier's performance.




Activity

The following Case . .ipt presents a summary cf a lesson cn (ob Inter-
views Ms Yaeger, a vocational teacher, 1s making use of a question-and-
answer period to summarize the lesson. With the criteria for a good lesson
summaery in mind, read the Case Script

CASE SCRIPT

Ms. Yaeger:

Well, class, that concludes my talk on job inter-
views. | think we've all just seen how important
the interview is in getting a job We've also dis-
‘cugssed some things that each of you can do tc
ensure the success of the interview that you may
ba having one day Now, who can tell me some of
the things a person needs to remember about
the interview?

Shawn:
A parson who s interviewing for a job should be
on time for the interview Besides the fact that it
ieaves a bad impression iIf the intarviewee 1< late
it's rude

Ms. Yaeger:

Good point Shawn What eise 1S there to re-
member”?

Maria.

Good grooming and posture leave a good im-
pression with the interviewe-

Ms. Yaeger:
Yes It's not a gcod idea to walk in 100king lie
you just got out of physical education class An
employer wants {o feel cunfident that a prospec-
tive empioyee will aiways look clean and pre-
sentable on the job What else”?

Jared:

Talk clearly and don t act nervous If you shake
toc much you il make the interviewer uncom-
fortable and ne or she won t ike that

Amunda:
You ve got to know Something about the firm
before you waik intc the interview so you Kncw
what vou re talking about

NMs. Yeeger:

But you dont v.an to run the inten either
What if the interviewer says something and you
dgont hke it”

Vic.
Its not a gond dea 1o tea the persan thal he ©
she 18 wInng

12

Ms. Yaeger:
Yes, but why, Vic?

Vic:
Well, it's the interviewer s ball ~~ > | mean,
what he or she savs, gof rviewer's
running the inter~view-—n . «son looking
for the job

Ms. Yasger:

Right Any other points?

Colleen:
it's also a good idea to be ready to list some of
your personal interests—thin_s you hike to do 1t
helps the interviewer to know if you're well
rounded

Ms. Yaeger:
Good Wouid it be bad to include some of your
goais, Col'..en?

Colleen:

it might be a good idea. it mignht give the inter-
viewer the idea that you have a head on your
shculders

Ms. Yaeger:
That's the type of 'mpressicn Jjou want to
leave-—that you know hnw to think for yourself.
Have ' e forgotten an .hing”

N> resporse

Ms. Yaeger:

Well, what about salary? Paul. can vou help us
with this point?

Paul:
You snouid knrow what salary you wou'Z '.xe to
receive before you go nto the interview Oh, and
also. you shouid have tried to find out the inter-
viewer's name before the interview it makes the
interview more personal, ard a'~o helps com-
mun:cation

Ms. Yaeger:

Speaking of communication you should be able
10 pick up certain cues from the interviewer—
like when to leave Don toverstay your welcome

1o




Jared:
Weil, what about tests you have to take when
applying for jcbs? They scare me.

Ms. Yaeger:

Good point. Con't worry about them—a littie
nervousn.ss even helps. You don't want to ap-

~ pear overly confident What purpose do these
tests serve?

Cecll:

They heln the employer find out If you're qual-

ified for  osition. I'm curious about something,

Ms. Yaeger. When you leave—what if you're not

sure if you've been hired? What do you do?
Ms. Yaeger:

Anybody know?

Colieen:

Shouldn't you ask if you can call back to find
out?

Ms. Yaeger:
That's right What about if you are hired?

Matthew:

Well. you've got to find out when and where you
work. You also have to know who to report to
and how much you'll be earning

Ms. Yaeger:

Are thare any more points that we missed? No?
Any questions? No? | think we just had a very
good discussion on job interviews and we re-
freshed our memories on all the important
points to remember. Now that we understand
interviews, tomorrow we will use what we have
learned In role-playing situations.

Bell rings

On your way out, please pick up a copy of a
summary sheet that | have prepared on today's
lesson. | think it will be a good thing for you to
keep as a rerminder when you go job-hunting.




T O
g e ST
e

Activity

Below is a Critique Form with questions to guide youin preparing a written
critigue of Ms. Yaeger's competency in summarizing a lesson. Read each
question, and indicate by circling the YES or NO, whether or not Ms.
Yaeger accomplished each item. Briefly explain your responses in the
space provided for comments below each item.

CRI"IQUE FORM

1. Did the teacher appear to allow adequate time for the summary? YES NO

Comments:

2. Did the teacher appear to condense the important points covered in the YES NO
lesson into a vrief summary?

Comments:




3. During the summary, did the teacher review all the important points covered YES NO
in the iesson?

Comments:

4. Did the teachar tie the important points together in a logicai sequence? YES NO

Comments:

5. Did the teacher involve students in summar.zing the lesson? . YES NO

Comments.




6. Did the teacher encourage students to ask questions, make comments, Or YES NO
express ideas during the summary?

Comments:

7. Dic the teacher use students’ a'\swers,“comments. or 1deas to reinforce or YES NO
clarify the important points of the lesson?

Comments:

8. Did the teacher use students' answers and comments tc determine whether YES NO
the students understood the lesson”?

Comments




9. Did the teacher indicate the relationship between this lesson and future (or YES NO
past) lessons?

Cgm ments:

10. Did the teacher leave students with a clear idea of what they accomplished YES NO
during the lesson?

Comments:

17
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Feedback

points.
O

Compare your completed written critique of the Case Script with the Model
Critique given below. Your circled responsas should exactly auplicate the
model responses Your written comments need not exactly duplicate the
model comments; however, you should have covered the same major

MODEL CRITIQUE

1.

YES. The teacher allowed enough time for
students’ questions and comments to be
thoroughly expressed.

YES. There are two basic question-and-
answer methods. Thz teacher can summarize
the basic points in the lesson and tr.en ask if
th sre are any quest.ons; or, the teacher can
ask questions which require answers that
summarize the lesson. Ms. Yaeger is using the
second method which, although 1t requires
more time than the first method, is still brief
and concise.

Since the script does not reveal the entire les-
son, we do not know whether the teacher in-
cluded all the important points. However, we
can say that she appeared to include many
important noir?s.

YES. The teacher foliowed a logical, coher-
en: line of questioning, leading students
chronologically through the steps of the job
tnterview.

YES The teacher's entire summary i1s based
on student feedback, although she did pre-
pare a summary sheet for their future refer-
ence

10.

YES. The teacher is very recaptive to students’
comments, using them as cues to ask further
questions.

YES. During the summary, the teacher con-
stantly reinforces students with “right,” and
“good."” As students answer, she rephrases
their answers and asks further questions to
clarify important points.

YES. This type of summary—the question-
and-answer period—is an excellent learning
activity for both the students and the teacher.
The teacher can determine, on the basis of

. student feedback, how well students have un-

derstood the lesson and what points still need
to be clarified.

YES. At the end of the summary, the teacher
gavh a brief explanation of how this lesson ties
into the next lesson

YES The summary emphasized those things
students should do during and after a job
interview. The amount of student feedback
during the summary, and the correctness with
which students responded to the teacher’s
questions, indicated that students grasped
the important points covered in the lesson.

LEVEL OF PERFORMANCE: rour circled responses should have exactly duplicated the modei re-
sponses. Your written comments should have covered the same major points as the model coniments. If
you missed some points ar have questions about any additional points you made, review the material in
the information sheet, Summarizing a Lescon, pp 6-7, or check with your resource person if necessary
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I Optional

Ve
g
Ve

Activity

Optional
Actwlty

"y
)

You may wish to arrange through your resource person to observe a
teacher skilled in making lesson summaries. You may need to contact this
person to request permission to visit the class and to arrange the best time
for your visit. Observe what procedures and techniques this teacher uses
in summarizing a lesson. You right also wish to discuss with the teacher
now he/she plans for surmarizing.

Your institution may have available videotapes showing examples of
teachers summarizing lessons. If so, you may wish to view one or more of
these videotapes. You might also choose to critique the performance of
each teacher in summurizing a lesson, using the criteria provided iri this
module, or critique forms or checklists provided by your resource person.




Learning Experience |l

OVERVIEW

in a simuiated classroom or isboratory situation, summarize a lesson.

.

&

- . Youwillbe sslecting a student

performanceabjective in your occupetional
speciaity and selecting, moditying, or 8 loeson designed
%mﬁammm tommhuon'swm-

o

~

You may wish.to have your resource psrson reviev the adequacy of your
pian.

4

-

S

You will be selecting, obtaining, or preparing the materials needed for your
presentation

You will be presenting the lesson to a group of peers, or to your resource
peraon. /

You may wish to record your presentation on videotape for seif-evaluation
purposes. .

i

Your competency in summarizing a lesson will be evaluated by your peers,
or by your resource person, using the Summary Checklist, pp. 25-35.

oo
o
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it you videotape your presentation, you may wish to evaiuate your own
performance, using the Summary Checklist, pp. 25-35.




Activity

C

[ o
\"

1 Activity

Optional

Activity

e

Feedback

Select a student performance objective in your occupational specialty. For
the purposes of this activity, it would be helpful to imit your selection to an
objective that would normally require 15-30 minutes to achieve in a lesson.

Prepare a detailed lesson plan for achieving the objective you have
selected which includes an explanation of the technigues you will use to
summarize. Instead of developing a iesson plan, you may select a lesson
plan that you have developed previously, and adapt that plan, giving
special attention to the lesson’s summary.

You may wish to have your resource person review tha adequacy of your
plan. He/she could use the Teacher Performance Assessment Form In
Module B -4, Develvp a Lesson Plan, as a guide.

Based on your lesson plan, select, obtain, or prepare the materials you will
need to make your presentation.

In a simulated classroom or laboratory situation, present your lesson to a
group of two to five peers These peers will serve two functions: (1) they will
role-play the students to whom you are presenting yourlesson, and (2} they
will evaluate your performance in summanzing a lesson. If peers are not
available to you, you may present your lasson to your resource person.

ifyou wish to seif-evaluate, you may record your perfcrmance on videotape
SO yOu may vie.v your own presentation at a later time

Multipie copies of the Surnmary Checklist are provided in this learning
experience Give a copy to each peer, or to your resource person, before
making your presentation in order to ensure that each knows what to iook
for in your summary However, indicate that during your presentation, all
attention i1s to be directed toward you, and that the checklists are to be
compieted after the lesson i1s finished. You should also indicate that their
evaluation will focus on the lessor s summary

If you videotaped your lesson, you may wish to self-evaluate using a copy of
the Summary Checklist

23 24







SUMMARY CHECKLIST

Directions: Place an X in the NO, PARTIAL, or FULL box to indicate that
each of the following performance components was not accomplished, - - .
partially accomnlished. or fully accomplished If, because of special cir- 7™
cumstances, a performance component was not applicable, or impossible

to execute, place an X in the N/A box Rerource Person

LE/EL OF PERFORMANCE

F-)
9,
e,

in summarizing the lesson, the teacher:
—3. allowed adequate time for the summary

L]

DDDDDDDDDD‘M/

2. condensed the important points covered .n the lesson into a brief
summary ... . .

reviewed ail the important points covered in the iesson
tied the important points together in a iogical sequence

mnvaived students in summarizing the lesson

o 0 W

encouraged students to ask questions, make comments, or express
ideas during the summary

I O I 0 I B
O Ot

7. used students’ answers, comments, Or ideas to reinforce or clanty the
important points of the lesson .

8. used students’ answers and comments to determine whether the
students understcod the lesson

U O O U000 O v

O
O

9. indicated the relationship between this lessor and future (or past:
lessons

[
[
]

10. left students with a clear idea of what they ac complished auiing the
lesson [:] D D

LEVEL OF PERFORMANCE: All items must receive FULL. or N. A responses if any item receives a NO cr i
PARTIAL response theteacher and rescuice person shou'd neat to determine what additional activities the
teacher needs to complete in order to reach competency i the weak area(s)
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SUMMARY CHECKLIST

Directions: Place an X in the NO, PARTIAL, or FULL b~x to indicate that

each of the following performance components was not accomphshed, . .
= partially accomplished, or fully accomplished If, because of special cir-

cumstances, a performance component was not applicable, or impossible

to execute, place an X in the N/A box Rasource Parson

LEVEL OF PERFORMANCE

»
&,

in summarizing tive leason, the teacher:
1. allowed adequate time for the summary

2. condensed the important points covered in the lesson intc a brief
summary . .

reviewed all the important poiri*s covered in the lsgson

tied the important points together in a logical sequance

involved students in summanzing the iesson .

R

O godo o
O OIO00 -0 «,

. encouraged students to ask questions,.make comments, or express
ideas during the summary

U Ot O %

-

R L
7. used students’ answers, comments, or ;deas to reinforce or clarifythe
important points of the lesson .

8 used students’ answers and commenis to determine whether the
students understood the iesson

1 [
O O
O O

-
9. indicated the relationship betweer tnis_lesson and future (or past)
iessons

1O O O Odot O v

04 O
HENEE

10. left students with a clear idea of what they accomplished during the
lesson

O]

LEVEL OF PEHFORMANCE: All items must receive FULL or N/A responses If any item receives a NO, or
PARTIAL response, the teacher and resource person should meet to detarmine what additional activities the
teacher needs t0 complete in order to reach cormpetency 'n the weak area(s)
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SUMMARY CHECKLIST

Nama

Directions: Place an X in the NO, F \RTIAL, or FULL box to indicate that
each of the following performar..e components was not accomplished,
partially accomplished, or fully accomplished. If, bacause of spe(,.a' gir. De
Cumstances, a performance component was not applicable, or impossible

to execute, place an X in the N/A box. Aesource Person

LEVEL OF PERFORMANCE

Y
)
ay

In summarizing the lesson, the teacher-
1. allowed adequate time for the summary

2. condensed the important pomts covered in the lesson 1o a bref
summary .. ...... ce .. ,

. reviewved all the important points coverea in the lesson
. tied the important points together in a logical sequence

. involved students in summarizing the 'asson

N O e W

. encouraged students to ask questions, make comments, or express
ideas during the summary

I T I O I
U OO O

OO0 0O0OO0OOOOog Qa s,

7. used students’ answers, comments, or ideas to reinforce or clanfy the
important points of the lesson

8. used students’ answers and comments to deter. wne whethei the
students understood the lesson

9. indicatad the relatonship between this lesson and future {or past)
lessons

10. left students with a clear idea of \/hat they accomplished dunng the

OO0 J0 000d O wv

lesson
LEVEL OF PERFORMANCE: Al tems mustre..  FULL, or N/A responses If any item recetves a NO or
PARTIAL response, the teacher and resource per.  should meet to determine what additional activities the /

te~cher needs to complete in order to reach compete~ -y in the weak area(s)
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SUMMARY CHECKLIST

Nam

Directions: Place an X in the NO, PARTIAL, or FULL box to indicate that

each of the following performance components was riot accomplis hed,
partially accomplished, or fully accompiished. if, because of special cir- °**
cumstances, & performance component was not applicable, or impossid'e

to execute, place an X in the N/A boux. Resource Persan

LEVEL OF PEAFORMANCE

D
&
"y,

in summarizing the lesson, the tescher:
1. allowed adequate time for the summary

2. condensed the important points covered in the !esson into a brief
uUMmMAary .... . .. . ... T, ce

reviewed ali the important points covered in the lesson

tied the important points togsether in a logical sequence

oo o

I ) I
OO 0O O O 0000 O «,

involved stucdents in summarnizing the lesscn

L S

encouraged students t. ask questions, make comments, or express
ideas during the summary

7. used students’ answers, comments, or \deas to reinforce or ciarify the
important points of the lesson

8. used students answers and co..ments to determine whether the
students understood the lesson

9. indicated the relationship between this lesson and futu.e (or past)
lessons e . -

O 0O 0O 0O 0O 0000 O v

10. left students with a clear idea of what they acccmpiished during the
lesson . .

LEVEL OF PERFORMANCE: Ali items must receive FULL, or N/A responses. If any item receives a NO, or
PARTIAL rasponse, the teacher and resource person should meet to determine what additional activities the
teacher needs to complete in order to reach competency in the weak area(s).

31







SUMMARY CHECKLIST

L 3
Directions: Place an X in the NO, PARTIAL, or FULL box to indicate that
each of the foilowing performance component- was not accomplished,
partiaily accomplisheq, or fully accomplished. If, because of special cir- °*°
cumstances, a perforrnance component was notapplicable, orimpossible .
to execute, place an X in the N/A box. Resource Person

LEVEL OF PERFORMANCE

In summarizing the lesson, the teacher:
1. aliowed adequate time for the summary .. . .......

] Ya

2. condensed the important pomts covered in the lesson into a bnef
summary ... .......... . e e e

reviewed all the important points covered in the lesson

tied the important points together in a logical sequence . ........

involved students in summanzing the lesson ..

L T

enccuraged students to ask questions, make comments, Or express
ideas during the summary ...... .. .. . . . e

7. used students’' answers, comments, or 1deas to reinforce or clanfy the
importaht points of thelesson . ... . . ... ... .. . ..

8. used students' answers and comments to determ:ne whether the
students understood the lesson . .

9. indicated the relationship between this lesson and future (or past)
lessons .

10. left students with a clear idea of what they accompluahed durmg the
lesson .

OO 4dooOoded
L
O
OO0 OO0 O 0000 O «

LEVEL OF PERFORMANCE: All items must receive FULL, or N/A responses. If any item receives a NO, or
PARTIAL response, the teacher and resource person should meet to determine what additional activities the
teacher neeqds to comolete in order to reach competency In the weak area(s).
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SUMMARY CHECKLIST

Nusme

Directions: Place an X in the NO, PARTIAL, or FULL box to indicate that
sach of the following performance components was not accomptished, -

partially accompiished, or fuily accomplished. if, because of special cir- °*®
cumstances, a performance component was not applicable, or impossible

to execute, place en X in the N/A box. Resource Parson

LEVEL OF PERFORMANCE

Wy

e\"

Py

in summarizing the lesson, the teacher:
1. sllowed adequate tlme*f or the summary ...... ..... e T D

2. condensed the important points covered in the lesson into a brief
BUMMAIY ..ottt et e

. reviewed a!l the important points covered in the lesson ... ......

. tied the important points together in a logical sequence ........

Himnin

. encouraged students to ask questions, make comments, 01 express
ideas during the summary ..... .... ...... .. ... . ...

O 0000 O %
- agodo o

O 0000 O000 O s,

3
4

5. involved students iri summarizing the lesson  ........... ......
6

L]

7. used students’ answers, comments, or ideas to reinforce or clarify the
important points of the lesson . ..

8. usod students’ answers and comr. .s to determine whether the
students understood the lesson

DDD
[]
[

9. inditated the relationship between this lesson and future (or pasl)
lessons ... . ... . . : :

10. left students with a cie.: idea of what they accomphshed dunng the
lesson .... ... .. . . . oL D D

LEVEL OF PERFORMANCE: All items must receive FULL. or N/A responses. If any item receives a NO, or
PARTIAL response, the teacher and resource person should meet to determine what additiona; activities the
teachur needs to complete in order to reach cormpetency in the weak area(s).
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Learning Experience IV

FINAL EXPERIENCE

in an actual school situation,” summarizo a lesson.

Summarize a lesson to a class you are résponsible for teaching. This wm
include— -
» selecting an objéctive(s) from your occupational opoclany )
o selecting, modifying, or developing ldmlhd lesson pllninrw
. comptishing the objective(s)
. peylngapochlammiontomommmomn Iomnwmmary,
and the technique(s) you will use to-summarize

o presenting your lesson to the.glass

> L
NOTE: Your resource person may want you to submit your written lesson
pian to him/her for evaluation before you present your lesson. it may be
helpfut Tor your resource person-te-use-the TPAF from Module-8—4,
Develop a-Lesson Pian, to guide hb/hor evaluation.

Arrange in advénce to have your resource person observe your presenta-
tion,

Your total competency will be assessed by your resourceperson, using the
Teache: Performa:ice Assessment Foarm, p. 39.

Based on.the cr.téria specified in this assessment instrument, your re-
source person will determine whether you are competent in summarizing a
lesson.

*For a detinition of

-
actus! school situation,” see the 1nside back cover







TEACHER PERFORMANCE ASSESSMENT FORM

. Summarize a Lesson (C-11)

Name

Directions: indicate the ieve! of the teacher's accomplishment by placing
an X in the appropriate box under the LEVEL OF PERFORMANCE head- owe

ing. if, because of special circumstances, a performarnce component was

not applicabie, or impossibie to execute, piage an X in the N/ A box Resource Person

LEVEL OF PERFORMANCE

%o,
‘o

ln summarizing the lesson, the teacher:
1. allowed adequate time for the summary

2. condensed the important points covered in the lesson
into u briet summary . .

reviewed‘ail the important points coverad in the lesson
tied the important points together 1n a logical sequence

. invoived students in summarizing the lesson

o & &

encouraged students to ask questions. make comments,
or express ideas during the summary

0 0000 O «,
0 0E00 O e
(10 0000 O e,

O Oddo O
L 0o O

“F

7. used students’ answers. comments, or ideas to reinforce
or clarify the important points of the tesson

0
O
.
O

8. used students’ answers and comments to determine
whether the students und=rstood the lescon

000 0Og
OO0 Og
000 00

9. indicated the relationship between this lesson and future
(or past) iessons

10. left students with a clear idea of what they accomplis’ *d
during the lesson

00O C 0O00000 0 v

L

LEVEL OF PERFORMANCE: All items must receive N'A. GOOD. or EXCELLENT responses If 2ny item
receives a NONE, POOR, or FAIR response, the teacher and resour ce person shouid meet to Jetermine
whatadditional activities the teacher needs to complete in order to gain competency in the wa~k area(s)

E
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ABOUT USING THE CENTER’S PBTE

MODULES

Organizatioh

Egqch module 1s designed to help you gain competency
In 8 particuiar skifl area considered imponrtant tc teach-
ing success A module 1s made up of a series of learning
expe nces, s¢ = providing background formation
soms providing .ractice experiences, and others com-
bining these two functions Compluting these exper:-
9nces should enable you tc achieve the terminal objec-
tive inthe final learning experience The final experience
in each module alwdys requires you 1o demor.strate the
skili 1n an actual school situation when you are an intern
# student teacher, or an nservice teache

Procedure

Modules are designed to aliow you to individualiz  ur
teacher education program You need to take only those
modules covenng skills which you do not already pos-
sess. Similarly. you need not complete any learning ex-
per'ence within a moduie if you alrezdy have the skili
needed 1o c. mplete it Theretore before taking any
module, you should carefully review /1) the Introduction
(¢) the Oopjectives listed on p 4, (3) the Overviews pt
ced'ng ench learning experience and (4) the Final Ex-
pertence After comparing your prescnt needs and com-
petencisewith the information ycu have re3d in these
sectjons, you should be ready to make ~ne ¢ * *re follow-
ng &msems )
e that you do not have the competencies incicated
and should complete the entire moduie
e that you are competent :n one or more i tho en
“bling objectives leading to the final learning ex-
perience and rhus can omit that (those: lrdarning
-xperience(s)
:nat you are aiready competent .n this area and
ready to comgiete the final iearning expernence in
order 10 test out
o that the module 15 1nappropriate 10 your needs at
this tme
Whenyo 2re reac’y to take the final learningexpetience
and have access to an actual school situation maxe the
necessary arrangements with your rescurce person |f
vou do n6* compizie the final experionce s.. cesstully
meet with your resource persnin and arrange (1) to re-
peatthe experience or(21cor = © (Orreview) previcus
sactions of the module or = related  activities
sugges* dbyyourrcsource pers  be‘ re  temut: yto
repx "t e final experience
Options for recycling are also availabie in each of the
lsarning experences preceding the fincl expenen «
Anv time jou do not meet the min mum jevel of pert.
mance required to meet an objectise you and your
source person may meet to select activities to Feipy
reach comoetency This could invoive (1) compmtung
parts of the module previously Skipped (2) repeating
activities (3) reading supplementary r- surces or com-
pleting additiona! activities suggested .. ‘he resource
person, (4) designing your own leadrning experience o
(5) completing some cther achivity suqqgested by you or
your resource person

PAFuiToxt Provided by ERIC

Terminology I

Actual Schooi Situation . refers to a sit ition in
which you are actually working with and * >ponsible
for. secondary or post-secondary vocatior  sugents in
a real school An intern, a student tea.her, or an in-
service tracher wouid be functioning :n an actual scSooi
situation If you do not have access to an actual scHoo!
situation when vou are taking the module. you can com-
plete the moduie upto the tinal iearning experience You
woulid then do the fin2i learning experience later. 1 e,
when you have access to an actual school situation

Alternate Activity or Feedback refers to an item or
feedback device which may substitute for required
items which, due to special circumstances, you are un-
able to complete

Occupational Specialty refers to e specific area of
preparation within a vocat'anal service area (e g the
service area irade anc 'striai Education includes
occupational spectu'tie sh as .iomobie me-
chanics, welding, and ele.  “ity)

Optlional Activity or Feec.ack cefers to an item
which i1s not required but which is designed ‘0 supple-
ment and enrich the required items in a learning experi-
ence

Resource Person refers to the person in charge of
your educational program the profess r nstructor
admini. ator supervisor, or cogperating supervising
classroom teacher who 1S gui® ng you n tak.ng this
module

Student refers to Ne personswhn s enrclled and
receving instruction in d secondary or gost-secondary
educational institution :

Vocational Service Area  refers to 2 major vocatione.!
field agricultural education business a- < office educa-
tion distributive education health occu Lations educa-
tion home ecaonomics ecuration induutnal arts edu
caton technical educauon ortrade and ndustrial edu-
caton

You or the Teacher
ing the imodule

refers 1o the persor whao s tak

Levels cf Performar = for Final Assessment

N:A The crite was not met because it was not
applicabie tc the situation

None No attempt was made to meet ine Criterion
atheugh it was relevent

Poor The teacher 15 unabie to perfo m its skill or
has only very limited abiiity to parform 1t

Fair The teacher 1s unabtie to perforis tris skill in an
acceptable manner but ha, some ability to perfarm

Good The teacher 1s able to perform this skill i an
eftfective rnanner
Excelient The teacher s able to perform this skiihin 4

very effective manner
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Titles of The Center's

Parformance-Based Teacher Education Modules

Category A: Program Planning, Development, and Evailuation

A~1  Pregare . a Community Survey

A-2 Cort  aCommunity Survey

A-3  RAepon ue Findings of a Community Survey
A-4  Orgarize an Occupational Advisory Committee
A-5  Maintain an Occupational Advisory Committee
A-8 Dewelop Program Goals and Objectives

A-T  Conduct an Occupational Analysis

A-8 Develop a Course of Study

A-§¢  Dewvelop Long-Range Program Plans

A-10 Conduct a Student Foliow-Up Study

A-11  Evaluste Your Vocationsi Program

Category B. Instructo_ia! Planning

B-1 Determine Needs a’d !nterests bt Students
B-2 Develop Student Performance Objectives

B-3 Develop a Unit of instruction e =
B~-4 Dewvelop a Lesson Plan

B-5 Select Student instructional Materials /

8-6 Prepare Teacher-Made Instructional Materials

Category C: betructional Execution

C-1  Direct Field Tnps

C-2 Conduct Group Discussions, Panet Discussions and
Symg28iums

+C-3 Empioy Bramstorming, Buzz Group. and Question Box

Yochmqug%

C-4 Direct S}gly! ts in Instructing Other Students

C-5 Employ Simuiation Techniques

C-6  Guide Student Study

€-7 Direct Student Laboratory Experience

C-8 Direct Students in Applying Problem-Sotving Technigues

-9 Employ the Project Method

C-10 4-roduce a Lesson

C-11 Summarize a Lesson

C-12 Employ Oral Questioning Techniques

C-13 Em.ploy Reinforcement Technigues

C-14 Provide Insiruction for Slower and More Capable Learners

C-15 Present an lustrated Talk

C-18 Demonstrate a Manipulative Ski't

C-fr Demonstrate a Concept or Principle

C-18 Ir Jividusize Instruction

C-18 Employ the Team Teaching Approach

C-20 Use Subject Matter Experts to Present informat.on

C-21 Prepare Butletin Boards and Exhibits

C-22 Present Information with Models. Real Obje-*. and Flannel
Boards

C-23 Present information with Overhead and Cipaque **3%e: +1s

C~24 Dressnt in‘ortnation with Filmstrips and Sunes

C-25 Present Information with Fiims

C-26 Present Information with Audio Recordings

C-27 Present information with Teievisad and Videotaped Matenals

C-28 Employ Programmed instruction

C-29 Present information with the “haikboard and Fiip Chart

Category D: instructions! Evsiuation

D-1  Estabhish Student Performance Criteria
D-2  Assess Student Performance Knowiedge
D-3  Assess Student Performance Attitudes
D-4  Aseess Student Performance Skilic
D-5 Determins Student Grodes
D-6 Evaluate Your instructional Effectivaness
stegory E. instructional Mansgement
Project Instructional Resource Needs
Wianage Your Budgeting and Raporting Responsibilites

1
2
-3 Arrange for Impro znent of Your ‘/ocational Faciities
4  Mantain a Filing vystem

E-5 Prowide for Student Safety

E-8 Provide for the First Aid Needs of Studenits
E-7  Assist Swcents in Developing Selt-Discipline
E-8 Organize the Vocatonal Laboratory

E-3 Manage the Vocational Laboratory

Category F: Guidance

r-1  Gather Student Data Using Formal Data-Collection Techniques
F-2  Gatner Student Data Through Personal Contacts
F-3  Use Conferences to Help Meet Student Needs
F-4  Provide information on Educational and Career Opportunities
F-5  AssistStudentsin Applying for Empioyment or Further EducCation

Category G: School-Community Reiations

G-1 Develop a School-Community Relations Pian for Your Vocationat
Program

G-2 Give Presentations tc Promote Your Vocational Program

G-3 Develop Brochures 'o Promote Your Vocational Program

G-4 Prepare Displays to Promote Your Voostional Program

G-5 Prepareidews Relec.ses and Articles Concerr.ng Your Vocationat
Program

G-€  Arrangs for Television and Rado Presentations Conceming Your
Vocational Program

G~7 Conduct an Open House

G-8 WOrk with Mambers of the Community

G-9 Work with State and Local Educators

G-10 Obtain Feedback abou? Your Vocational Program

Category H: Student Vocatonail Organization

t-1 Develop a Persone Philosophy Cencerning Student Vocational
Organizatic,s

H-2  Establish a Student Vocational Organization

H-3  Prepare Student Jocational Orgsnization Mercbaers for
Leadership Role s

H-4  Asmst Student Yocetional Organization Members in Developing
and Financing a Ye.rly Program of Activities

H-5 Supervise Activities of tr.e Student Vocational Organization

H-6  Guide Participation in Student Vocational Organization Contests

Category |: Profossionat Role and Development

Keep Up-to-Date Professionally

Serve Your Teaching Profession

Develop an Active Personal Philosophy of Education
Serve thg Schooi and Community

Obtain a Suitable Teaching Position .
Provide Laboratory Experiences ‘or Prospective Teachers
Pian the Student Teaching Experience

Supervise Student Teachers

Category J: Coordination of Cooperative Education

Establish Guidelines for Your Cooperative Vocationa! Program

Manage the Attendance. Transfars, and Termina*.uns of Co-Op
Students

Enroil Students i Your Co-Op Program

Securs Training Stations for Your Co-Op Program

Place Co-Op Students on the Job

Develop the Tramning Ability of On-the-Job irstructors

Coordinate On-the-~Job Instruction

Evaluate Co-Op Student. On-the~Job Performance

Pre vare for Students Related Instruction

J-1G  Supervise an Employer-Fmptoyee Appreciation Event

RELATED PUBLICATIONS

Student Guide to Using Performance-Based Teacher Education
Materiais

Resou-rs Person Guide to Using Performance-Based Teacher
Education Materrals

Guide to the Implementat.on of Perrormance-Based Teacher Education
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For information regarding availability and prices of these materiais contact—

AAVIM
Americ~n Association for Vocationsl instructional Materials
120 Enginesnng Center e University of Georgia e Athens, Georgia 30602 e {404) 5422586
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